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RECORDS RETENTION AND DISPOSTION SCHEDULE

STATE OF ARIZONA
_HECORDS RETENTION AND DISPQSITION SCHEDULE

Na.
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Agency Namae:

ALL STATE AGENCIES - AGENCY FINANCIAL

RECQROS SERIES

Agency Eudget Recues: irciuding work
~apers, spread sheets, calculations. etc.
\Faper andior elesiranic media)

Suberdinate Qrganization Unit requests
and work papers {paper andfor alectronic
media)

Budget Agpraved and Apgroprizted
(agency copy)

Expense Accounting Records inciuding
aGency copies of sll claims. wamrant reqis-
ters, purchasa orders, invoicas, et
{Paper andror elecronic mediz)

2. Slate Funded Programs

. Faderally funded projests and non-
renewzble grams

<. Federsily fundad cantinuing programs
2ng renewanie grams

Employee Time and Leave Recards
{ofiicial agency ooy}

{(HAMS40) Empioyee Notice Perconnal
Payroll Data Acg - Change - Delete

Payrall Decuction Records

Deposits with Trezsurer {Paper andfor
elecironic media)

Centracis {official ggency cooy)

Capitat Equinment Inventory {paper and/
or gieciranic media)

Fuancial Aucit Recons {agercy cooy)

R.S. FETENTICN (YST)
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{include- start point of retetian.)

After liscal year submittad

After fiscal year suomitted

Aliar liscal year concemed

Alter fiscal year craated or recgived

After fiscal year of final vouener oayment

Afiar fiscal yezr created

Alter fiscal yezr craated
(29CFR18.2 wo years)

Alter fiscal year crezied (2eCFR518.2)

After fiscal year crezied (2SCFR404.12885)
Alter fiscal year crozieg

Atter fiscal year fulfifleq, canceled, ar
vGiced

Alter fiscal yazr crozted

A ie o
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Suparseces Schegula

Passwora:

Retention period mus: mest or
exceed the requirements of the
federal funding agency.

fiscal year of suci

PAGE 1 OF 1
HEMARKS

dated:;
May 14 jcan
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| STATE OF ARIZONA
HECORDS RETENTION AND DISPASITION SCHEDULE

Na.

wm

(o))

~1
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1G

Agancy Namae;

ALL STATE AGENCIES - AGENCY MANAGEMENT

RECORDS SERIES

Minutes:
3. Goveming boardsicommissions

B. Qther decision making todies

€. Advisary boards; committess: task
fercas: ad hoc agency committeas; aic.

d. Aucio andior Video Tapes

Bearg, caommission, or commitiee reccrds
including agendas, notes, Correspon-
denca, etc,

Final renons of scecial committees,
Cansuitants, ask forces, vermure teams,
&IC. - no action resufting from regon

Final recons of special commitiees,
cansuftams, task forces, venture teams,
#IC. - resulting in project or program
Agerncy Directives, Policies. or Crders

inciuding organization charts {original/
official cooy)

Agency annual regorts required by
Sizmite or agmin. cule (official agency
<opY)

Legisiation Files including casa files tor
procosed legistation

Records Retention ang Dispositian
Schedules {agency copies)

Cenificates of Records Destruction
Reguess for Microformimaging Utiiiz=tien]
Irtergavemmemal Agreements (IGAs;

Aucit recons {agency copies)

H.S. HETENTIQN (Y)
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IPAGE 1 QF 1
REMARKS
(trelude stare paint of retentiam.}

Micrctiim annuzlly for security. Cortacr
OLAPR. Records Manzgement Div. at
Z42-3741.

Micrafilm annuaily fer sacurity. Contact
DLAPR, Recaras Management Div. at
342-3741.

After czlendar vezr crazted

After azte of meeting {Recycle by re-
recsreing is recommended.)

Alter calendar year created

After recert sucmitted

Fiie with projes: or program recards

Consider microiiiming if volume jusiifies.

AdL

AiREr VeEr reponed (Fermanent copy &l
CLAPA. Researcn Division}

After czssad into law or defeated and
zbandoneg

Alter revisad

After fiscat year recarcs desiroyed
Alter renewed or zgoiicztion terminated
Alter cancsted, suspended or 2upired
AREr ZuCi comicleted

Supersedes Schedule dated-
May 12, 1882

Apptovat Date
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SUBJECT

RECORDS RETENTION AND DISPOSTION SCHEDULE

STATE OF ARIZONA

RECQRDS RETENTION AND DISPQSITION SCHEDULE

Agency Name: ‘ ) 1
ALL STATE AGENCIES - OFFICE ADMINISTRATION PAGE 1 OF 2

AECOROS SEHIES H.S. FETENTION (YR) ’ REMARKS
Cade ¢ RC  Toul (Include start point of ratention.)

Password:

1 | CGeneral comespondence - not related
0 & speciic case or project

a. Cfficial copy (Signed original or 3 copy 2 | 0 2 |Ader Created or received
of 3 signed ariginal)

b. Final dratt maintained on hard disk of Amo| 0 |3 mo|Atfter official copy crasted
floppoy disk in a word processing sysiem
of on g carmputer (ron-recard copy main-
tained for convenience)

c. Eaiier draits - - - | After superseced
2 | E-Mail communications including sander

and receiver identificaiion: time and dsie
Sent and received: compiete message

a. Records maintained crt incivicual - - -y Retzinfor the same length of time as
computers” recuired ior ather forms of the record
' series
b. Records maintained on sarvers” . - - jRetan for the same length of time as
reqguired for other fomis of the record
series
¢. Documents crested with cther satt- - | - | - |Retiniorthe same lengih of time as
ware. transmited via E-Mail and main- recuirad for ather forms of the record
tained on hard disk or floppy disk senes
d. Routine non-recard communication - - - | Hetain untii information value has been

served or @ maxirrum of three manths

e. E-Mail sysiam back-ups 1mo| - |1 mo|Aftsr date beckup wun
f. E-Mail Direciories & Districution Lisis 3 3} After updated or modified
3 | Transitory materials including correscon- dmo| 0 13mo|Aler crestag or recsived

dence of limited reference vaiue. leters
of transmiftal and informational bulleting
{Paper and/or etecronic rmedia)

4 | Apcointment czslendars for 2n office or 1 a 1 | Aher czlencer year crezteg
indivicual (paper anc/or slecironic media)
*  Meeting the raguirements of
the gefinition af public records
pursuant to AR.S. §41-1330.

Supersades Schedule dated:
May 14, 1662
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{Paper and/ar alectronic medig)

Agency Name:

ALL STATE AGENCIES - OFFICE ADMINISTRATION

HECQADS SERIES

Reference materials incheding duplicste
lites or documents, pericdicals, cstzlogs,
Published rapons. etc. (non-recorgs)

-
Working documents including notes,
drafts, feeder reports, etc. used in the
development of finaj or summary records
{Paper andror elecironic media)

Prograss/Activity repons (excent official
2gency annual repan) inciuding weskiy
of momhly reports lo supervisors 2nd
management (paper and/or elecironic
mediz)

Office intermal &dministration records
inciuding wark procedures, office assign-
Mems, woark scheduies, etc,

(pacer andfor steciranic media)

Lags, sign-in shests. e,
(pager andrar electronic media)

Employee time and leave records (uni
of assignment capy onty} including leave
recuest documents and time sheets, )

Financial recards wotfice copies onty)
including orcer requisttions, purchase
orders, claims, travel claims, invoices,
€ash receipts, Retty cash records, eic.
{Paper and/or electronic media}

Vaica Majl

Veice Mait Backup

.S RETENTION (YR)
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l Passwarg:

IPAGE 2 0F 2
REMARKS
{Include start peint of retentiom.)

Alter informational vafue nas been served

After completian of final record

After fiscal year produceq

After revised or discontinued

After last entry date

After calendar year crezteq

After fiscal yesr created or received

Erase or otherwige desiroy messages
following taking required action,

Alter date backug is run

Supersedes Schedute dated:
May 14, 1892

i Dats:
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STATE OF ARIZONA
RECQORDS RETENTION AND DISFQSITION SCHEDULE

Na.
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10

11
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Agency Narme-

ALL STATE AGENCIES - AGENCY PERSONNEL

Emcloyes Personnel Fiie ™

. Official agancy copy inchuding loyaity
oath

. Superviscrs wark fite

The content of this file is deter-
mined by Personnel Rule
R2-5-105, Nen-Merit System
agencies determine content
agency policy or procadure.

by
Employee Personnel Summary {card or
daianasa file entry)

Statistical listings of employess
Pasition Descriotion {POQ}

Requesis for classification of new
POsitions ar rectassiication of exisiing
positions

Grevance Files {confidertial)

Hiring records including aopiicaton,
Sélection, tesi scores. interview recarcs,

21c.

Farm I-¢ (Proof of legal residency in USA)

£20-4 including supeanting iniormation

Agency empoioyes training files mchuding
attendanca lisis, class outlines, s1c.

Emn. Tuiticn Refund Program Recoras
Cceupationz| safety and health records
including zcsident regarts; znnual
suMmmaries

Accident prevention programs inclucing
lisiz of first aid wrained persannel

r.S. RETENTION (YF)
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Passworg:

rF’AGE i OF 2
REMARKS

After calenczr year of
SemvIce

iermination of siaie

Aitar terminaiion i Sarvica or lransiar

Afier calendar year of lermination of siate
service (keot for referenca caly)

After supersaded
Alter superseced or position zholished

After request is reviewsd and acted on

Alter acticn zken or grievance resolved

-+
i

After caiencary
2

3r received or cranared
(2eCFR18T2.21)

Aiter amployes termingtes, but not less
ey

han 3 yezars ziter cate of hire (8CFR274a.2)
After submitted (28CFR1 622.30)

After calendar year raining is given

After fiscal yezr rafund is issyed

Afier catencar year rezored

{2£CFR1852.9)

After suberseded

Supersedas Schedule dated:
May 12, 12¢2
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PAGE

RECORDS RETENTION AND DISPOSTION SCHEDULE

RECORDS HETEN

STATE OF ARIZONA . o
TION AND DISPQSITION SCHEDU

LE

Agancy Nama: '
ALL STATE AGENCIES - AGENCY PERSONNEL

Na. RECURDS SERIES F.8.
Cade

[#:=

14 [Grmoup insurance recards (agency copy) 1 ¢
15 | Reduction in farce records including 5 0
computation documents and recap.
SUMmmMmaries
18 | Emoloyee medicat and exposure recerds] W0

including fists of hazardous materials
exposed to: pre-2mployment physicals:
results of exams: medicst opinions;

diagneses: employes medical campiaints
ete.

Thesa records must be filed
sSaparately from the employee
perscnne! fila.

BETENTIQN (YR}
R Tewms

30

Passwora: . .

’ v ,PAGE 2 OF 2
HEMARKS

{Include start paoint af retentiamn.)

After superseded

Afier BIF campletad

After caiendar year of lermination of state
service (28CFR191 c2m

Supersedes Schedula dated:;
May 14, 1eg2
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